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“8ccurity Information
23 July 19%2

Memorandun to: All Assistant Directors

Fromg Directer of Training
Subjects TR(G) Training Courses and Programs

1. Followinz the informal talk piven recently to
the DD/I and his Staff on the orgrnization, courses and
programs of the Office of Training (Genoral},‘l wns
asked to provide a summary of the present and proposed
courszs of TR(G).

2o The summary attached is for your current informo-
tion, It will be supcrseded by o TR(G) Training Bulletin,
now in preparation, which will be more detaileds

3+ For further information on the training courses

and programs of TR(G), please contact Chief, Plans and

25X1A9A Policy Staff, TR(G) s | |, phene 3531,

iy Cepics of the sunmary of courses are fmrnishod

herewith for distributicn within your organiwzation,

, Ma%thcw Baird

Directer of Training
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Security Information
INDOCTRINATION

Purpose of Course: To give all incoming parsonne’ an dPDr”"WJtivﬂ of thnmgwss1on,
Tunctions and organization of CIA and its relationship to other govorrmentsl
agencics in the ‘national sccurity structure,

Description of Course: Lectures on the mission, fnn?txops snd organization oiT
CIn and 1ts relationship to other povarnmental agencies in the nutional securily

nd 1 ] 0 J : |
structure, ‘ |

' t
Length of Course: 3 hours

Offcred: Weckly ' f

Date of First Course: November 1951

Number Attending Thra Moy 1052: 2621 (ihoub L2320 ner month)

Status: This course will be contimucd os parh of the BOD procedure for
Incoming personnel in order to acyualnd tHoem with CTA,

ORIENTATION

: ~ *Z" . o T ot
Purpose of Course: To broaden the scope and compronnsivensss Q? the inlormation
of Lgency personncl with respect to the intelligencs precess and thoe govermmental
15V & e .
intelligence community.

3 " s ne N {:‘"-' A Ya Deysict ': a o eroa ) e 9
Description of Course: Lectures by she Director of C14, his Denutics, celected

Iselstant DirecLors, various Lpency eXxpurts and one or mors nroaisont gevernmental
officials at or near the cabinet lavel.

ol

(‘ A

Ay Y
(

Length of Course: Fou

Offcred: Quarterly

Date of First Course: February 1981

Number Lttending Thru lay 1952: 21,79 (Lbout 550 per quarter)

Status: Seventh Oricatation Course to bw nr,ktntuﬁ in July of 1052,
AAAcliss 7 ‘

Smp——— |
-2- :
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UNCLASSIFIED TRAINING GROUP A (UTG/A) GENERAL

Purpose of Course: To provide meaningful treining for now profossionnl personnel
EODTd on™ % provisionally cleared basis.

Description of Coursec: Unclassified lectures in Intelligence, Intcrnationsl

Relations ond Genmeral Administrotion., The Keading Improvement Cowrse is required.
Bach traince preparcs an aren study T3port.

Length of Course:s 6 weeks

Offered: Evcry 3 weeks

Date of First Coursc: May 1951

Number Trainces Thru May 1952: 235 (about 20 por month)

Btatus: With personnel policy in effect that porsonncl will be EOD!'d on a nro-
vIsionully clearced basis only if their services would otherwise be lost to the
Agency, the enrollment in UTG/A Gener:l is sxpucted to drop off. Troining will |
be conducted on an individual basis, with release contingunt upon the complotion

~of seccurity action.

UNGLASSIFIED TRAINING CGROUP & (UTG/A) RUSSIAN

Purpose of Course: To provide Russian lunguage training for now professiontl por-
sonncl FOD'd ou a provisionally clenrod basis when such troining is requested by
the respective Offices to which such persennel sve glotted.

Description of Course: Russian langucge training with emphasis on reading
competince,

Length of Course: 8 wecks

Qffercd: Lvery I wecks

Date of First Course: May 1951

Number Trainecs Thru iay 1952: 185 (About 10 ver month)

Status: With personnel policy in offict that personuel will be HOD!'d on a pro=
vislonally cleared basis only if their services would otherwisc be lost to the
Agency, the enrollment in UTG/4i Russian ig expected to drop off, But some of the
Offices of the Agency, particularly ORR and 081, nre debailing on-duty porsonnel
to attend the course since it has been shown to be volusble to them because of the
performance of former trainees now in their Officcs,

) Approved For Release 20(giiiidhnm@ipRDP60-00442R000100190024-8
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BASIC INTELLIGENCE COURSF CIA ILTELLJCFNCV SCHOOL

Purpose of Course: To provide basic training for out standing new professional
persounel recruited by OTR, and therefore, to acquaint them with the field of
intelligence and to r@lat@ their fields of competence Lo the field of intelligence
go that they may begin to aprly their knowledge and skills as professional
intellipence officers, This original purpose has been @meﬂdgo to include new
incoming junior professional personnel of the non-covert Offices of the Arency.

Degcripticn of Course:s Lectures on the conflic+ for world power which is bthe
Back;rond for an understanding of the (i eld of 1HtPlll"€nC8‘ lechures on the role
of intelligence in support of the nationzl securilty; lectures on the governmental
intelligence commumnity itself, its members and their respechive missions and
functiong; lectnres on the intelligence process, its nature and the problems
peculiar to it, A selected bibliography in the fields of intelligeuce and
international relations is required reading, The Reading Tmprovement Course is
required,

Length of Coursc: The First three courses wore 1l weeks long, The fourth course,
begjnnlng 16 July, to which new junior professional personnel will be detailed,
will be & wecks long,

Qffered: The long course was offered 3 ti;ms yvearly., The prosent course will
bé—"?$?r3d bi-monthly, "

Date of First Courses July 1951

Number Trainces Thru May 1052: 65

Status: Thirty-four trainces are in rrocehu for the Basxc Intelligence Course

bcglnnwnp 16 July, It is ’.}thQd that the enrollment will increase considerably
(50 or more per month), Tho langnage requirement (of the Iirst 3 courses) has
been droppcd; Therefore, the substantive material presented in the present course
will be as great as before, Longuape Lraining, where nntded, will be undertaken

at a later date, and at the specific request of the sponsoring Office,

READING IMPROVEMENT COURSE
Purpos: 2§~933£ﬁ9: To increase the recaline specd and reading comprehension of
selected dgency perscanel,

Description of Course: Accelerated reading practice using a Readins Accelerator
BnQ dieil retention egercises nsing a Tachistoscope, Reading training Tilms are
show,

Length of Courss:  One hour a day for 6 wecks

Offg;rd Every f wccks For on-duty porsonncl, Other courses given to personnel
in UTC/a Ceneral and in the Basic inte 1ligence bourqt.

T

Datc of First Cource: May 1981

Number Traineeg Thru May 1952: L7l Total (About LO per month) --

Tl on-duiy p p(?qonnel 65 professionsl trainees; 235 UTG/A General personnel
Status: Plans underway for expansion of the Reading Lab, in order to take care of
incoming junt APHEQMQ\GHEQ niRkelease: Q&Qﬁ?ﬂ:ﬂﬂhCJAERBP 60:00342RO0D100190024e8 Course,

wi|- ORI




o

I

Approved F
P Be

LANGJAGE TRAINING CENTER

Purpoge s ’To prov?de language 11
sent outside the Agency for scor
maintenance self-study,

Description of Training: The fg

Advanc
laboratory by drill work and s«l
are being carried on in Russiaon,
Danish, Japanese, Korean, and C

weckdays,

Number Trainees Thru May 1952
‘ 1L Y 1728

Status: The Language

Ieas?

i

’

-

ity

French

Italian
Russian
Spanish

f-study,
Gmrman,
inese,

the Language

Training Center began operation in March 1082,

exprctud that the number of personnel using the

offered will increa

EXTERNAL LANGUAGE TRAINING

Purpose:

at external facilitics

To provide language training, Lasic
personnel, who may be sent out of the Agency,
Language Training Center in the Agency, personnel will be given
when the courses are not available

aining for Agency personnel who

ed training in lancuage is
vsing tapo recorders,
Frerch, Spanish,

Lansuage Laboratory open 0700 to 2000

center
s¢ ag instructors and training materiazle are

and advanced, for o
Since the estab]

-
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¥

should not bte

reasong, or who reguire refreshsr or

1lowing bepinning courses are offercd:

German -~ 3 sections

previded in the
S:z1f-study courses
an, wlevak, Dutch,

Ithald

8l (About 35 per month)
Avovt 300 student hours per weck are gpont in
Laboratory.

It is
the munkber of courses
available,

and

dected Agency
ent of the
1an§uage Lraining
in the Agoncy or when

a more convenlent scheduling of courses is available cutside,

Descrintions
Incluotngaper31Q1
advisable, to Yale

Extornal Language Training Anprovals

Lratic, and Swedish,
CGalifornia, Army Langusge bchool, ete,

Thru May 1952s

At Georgetown and FST training is prov 1ded in some 18 languages
Agency personnal may be sent, when

22} totals

123 Ceorgetown; L9 ¥SI

# These approximate

52 Others

figures do not include Russian language trulnl

£ given at

Georgetown to UTG/A (Russian) personnel ard Frofessional Trainces in th@ first
three Basic Intelligence Courses, CIA Intelligence School,

Omg—_—
-5
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INrRA-AmNCY SUMMER AREA PROGRAM )

P rpose of Program: To improve and bring up to date area knowledge already ac-
quired by Ag gency personnel, to introduce Agency personnel to an area with wiich
they are not fumiliar, and to at“engthan contacis 39iwocn the Agpncy and scholars
engaged in rescarch on problems of 1ntnr s€ to the nency

,% zé
DescllptLon of Program: A mumber of un¢vei.:ty vrofessors are bolng brought into
The Agency in order to conduct area 1rq1nLnU in the following three fielde: South
Fast Asia, the oonet Union and fastern Hurope, Each_professor is competbnt in one
or more of the fields of econgmics, political scien nee, Jnthropology pecography,
hlqtory, and 900103053, in one of the four areas. Jach professor is beLng brought
into the Agency as a cleared consultant and an area specialist, and will be avail-
ahle to the division chiefs as a conpu¢tdnﬁ rany problem which may appropriately
be referred to him.

Length of Program: Two-hour seminors ﬂadly for Pm#hf wcekw, b‘glnnLn? 7 July 1952,

R . ; §<
Number Treinees to Aitend gggg: Approx;mncvlv 93 tra 1necs from ubVOﬂ Offjcns.
, ; ?oa
Status: It is expected that the Offices wiiL fing onisprogram 80 vaiuable that it
be continued on a yearly basis,. ,

i

SUMMER SEMINAR ON THE NRAR ZAST

Purpose of Course: To provide an opportunity for selectod hgeney personncl 1o
study in their sctting the political, hlbt01$0d1, economic, social and cultural
Lnstliutwona of the Near Fast,

e %
i ,~
«“3

CrlB”}OH of Jnurse- Two weeks in wa>njngton for pre-arca bricfjnt by IFSL.
Elghf wWoeks of rosidence at the American University, Boirut, including lectures
and seminars on the history, guopraﬁqy EDOpﬂlltL'S, and contumpo ary proolems of
the Near Hast, and lecal field trips w1th4n the Lobnnon, Syria and Hashond cadordvn.
Three weeks OP field trips to capltol and mLJor citias of most of Tnc countries in
the Near izst, including visits to and ercthgﬂ at the Us Se emb assies and lega-
tions in the ares,.

Jengt of Courdu. 13 wecks
Offercd: Yearly

Number Trainecs 1951: 1k

Agency Quota: 16 for 1952 -~ assigned by ﬁSI

Number Traineces tg Attend 1952: 16

. A i . ; : . R i, B
Status: It 1s expected that the Agency 1 p11t¢01p te in this program on a
coﬁflnuing bagis.

Approved For ReleaseWA-RDPGEO-OOMZR000100190024-8
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SUMMER WORKSHOP OF ISRAEL

g Purpose of Course: To r“oV1dc arl opportnnLty Cor selccted personnel to study
Tn their se ting the political, c¢couomic, cdvealional, social, and cultural
institutions of the state of Israelo

Description of Couree LuCtuP” and uovnhnarr on the politics, economy, and
SUlture of Lerocl. “"ngld trips to local points of intercst to gi&e the traineces
firsthand knowledge of the agricultural and industpial growbh of +eruel, as well
88 an undareba nding of ite historical ugd archeclorical eigndficuiee, uourse
sponsored by the New York Unlvur&lbg Workshop, conducted ‘y the Division of
Hebrew Culture and the Consulate (gneral of Israsl in New York, in collaborabion
with thce Katznelson Instilute, Israel, ; . ‘ E

Lcn"tn of COQIT' 6 weeks beginning July 1252 ut tnL natvnﬂlaoa lastitute, Isracl,

'Numl<r Tr;lnurc to Attend 1'52: 1

Status: 1t mey be expected tral in Futurw years OTHLT Agoney nCr“unnll will
atiend this COUrse,
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Purpose o? Prooram- To trajn selected poersonnal from CIA, State, and other
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varrumfnhafu~yﬁncwos in an intensive language-arca program designed to produce
13 i - k]
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Dﬂscri
agt
prapram on the Hear Eu

b
i
W

tion of Program: This program is in the planning
nw'jST:,T;‘ I PST task force has m:oduccd a plan for a lanpuage-area
This pru“rim.ua” been cwrculﬂtrd among the interested
NCY dﬂd FALh Office concrrrﬁd i€

i B
s 5

now plannlnn its

requl1vmrnt~ for la ngutgc-area compnbenco on the u<or Tast, The F;l
concicts of one year of buSJC languaype -n& area )ttdx in Was h1n&tmn dﬂd one year
'SI in thu

v

in advanced langurge and arca study d* & flrld training s station of

Near Fast, The TSI progsram is flexible rnnnﬂh go that shorter Lnuxs of duty may

be arrannrd

@

4

s

_genc; Quota Tor 19§3: 12 s]ots for the N&Hr East program,

Status: Similar Proprams ior South Zgis,

will b plenned »s rapidly ag staffs cwntv aarmmblnd and ficld installat
‘Ambassador Bowles has n< icated grndt inkerest Ln the South nold ;rozram.

Ii set up concurrently wibth

‘ted that Age ency interest in +hhac programs W!Wl Lo

ie plannrd thab it k
March 1023, It dis ex

i

Far Bas %,

and Agency snn}orb to F l WJIl be %C“nnmll hed,

B~
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 MILITARY TRAINEES, 0CS

Purpese 2£ Trainings To instill bas *rrvic disciplines in sele
perconnel and to provide for them acb1v~-ouL1 military trair
their exporience and prospective intelligence carcers,

o~

Description of Training: Limited pambers of draft elisible mile perconnel are
ploccd into one of the four cervices for btagic training, officer candidste train-
ing, commiesioning, and such other mxi1t4ry trainirng as the dgency mey request
and the scrvice concernsd is sble to provide, UQOQ complﬁtLgn of training, the
individual roturns to the Agency in un active-duty military copocity as one of

the regular service quota to the LfZency until he hes discharged his active-duty
obligntion, He then reverts to civilisp Agency status, with or without a roscrve

cormission,

Agency Quetas Total 150 (The date of agreemont with cach service varics,
‘ September 1§51 is mean date,)

57 &rmys 50 Lir iorce; L3 Wavy (includes 7 Harine slots)
"

Nunber Trainecs Thru May 1952: 19 Total
7 Army; 7 Novy; 3 Alr Force; 2 Marincs

Status: It is expected that as outstanding personnel are rscruited, the fgoncy
quota will b‘ filled out,

DEPARTMEHT OF DEFiNSE SCIOOLS

Purpose of Training: To provide training for selected Agency versonnel ab various
Defenze Schools o that they will have o botter understondine of the intelligence,
command and stalf functions of the services, =nd thereby promatc closer coordin-
ation between the fApency and the scrvices,

Description of Training: Abbendznce at ons of the [ollowings

National Wor College - 3 Koval Intelligence School - 1
Industrial Collepe of the Armed Forces - 1 Sit“tKLwc Int@]lTanCa School - 3
Army War College - 1 Comtor Intellipenee Corps £chool-2
waval War College - 1 Armed Forces Staff College - 1,

Alr War Collere - 1
Associate Intolligence Conrrc, Air Commond nnd Sta T School - 1

Agency Quotas 15 to+ 1 per cluss, (Hreakdown of :mo,u above, Sec Cl4a Regulation
28-l und 110-25-L)

Number Trainees Thry Moy 1962: 21 total ==
3 National wor C"ollr L faval Wor Collepe
1Y Stratogic lntall¢cchcc Schiool 2 bavel Intelligence uc‘uol

_Statuf- This propram is rapidly being implemented, By S~rtwwbxv af l“f2 13

more Agency persouncl will be entered in the service schools as follows:

3 National College 1 qu1] lntkllqgknc( Schaool

1 Industrial Collere of the Armed Forces 3 Str«tngsc Intelligonce Scheol
1 Army War Collecge rmed Forces Statf College

1 Naval WAppEeveddior Release 2003/03/25 : CIA-&DPSQDQQLI%RQQQ;IQW?DQ@A Bource,
1 Adr Woar College Alr Command and Stalf bcnuol

e
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CLERICAL REFHESHER COURSE

Pu(posc of Course: To provide refresher training i in desngnatod subjects for on
duty supporbt-clorical personnel at the request of th' various OTflC&?.

Description of Coursc: Classes offpxad in typjng, shortnnnd, dccountlng filing,
Ehglloh usage, stenotyping and Agency Oificc practlces.

Length of QEHEEE’ 3 wecks

Offorud: Bvery L wocks

Date of First Course: July 1951

Number Trainees Thru May 1952: 393 (Abou£ LO per month)

Status; This course has been found valuable o the uxf;c ;5 of the Agency and
Be continued and cnllrg d in regponge Ho uf1¢co need.

¢

TRAINING IN THE PERSONNEL POOIL

In January 1952, O/TR took over rosponsibility for tra iining in the Personnel
Pool for support=-clerical personnel HOD'd on o p¢oviomon411y cliared basis. An
unclassified tralming progrem in shorthsnd, typing, officc practice, English usage,
and geography was established, Much of thw tlxldln" in the Pool was remedial, to
brlng support clerical personncl up to acceptable otﬁndcld. of proficicney in the
various clerical skills.

Now, because of a rceruitmont policy dircctive Lo the effect thwt only support-
clerical pursonncl meeting prescribed Agency standardscf proficicency in typing and
shorthand will be rceruited; and beciuse of a modlilcwtlon of the basic objuctive

of the Pool ~= to maintain a constent roserve of QOQ support-clorical personnel in

order to compensate specdily for clerieal attrition in the Agency; the personnel
pool will contain only qualified personncl both provxslon%llv and fully cleared,

All of these persomncl will take a training cowse of at least two weeks
duration, at least part of which will be conducted on @ clussified bkulo. And
satisfuctory completion of the truining program will be necessary ior placument
within the Agency. At prescnt the pinmning and implementation of thls training
program is under way.

Gp——

1O
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ADMINISTRATIVE TRATNING PROGRAM

Purpose of Program: To provide additional adequately trained professionsl-level
adminlstrative officer personnel teo meet increasing operational requirements of
the Agency. Therefore, to provide training for newly recrmited personnel for this
program and to provide specialized training for administrative officers presently
on duty in order to increase their capacity to perform under the scceleratoed
operational program,

. | i it:
Status: O/1R, in conjunction with the Office of Qrganization and Mapagement and
the General Services Division, has devised a means for approzching the administra-
tive training problems. At the present time plane are under way for o scrics of
conferences led by scnior Agency lovel administrative officers (i.¢4, the Comp-
troller, the Director of Persomnel, the Chief of Admindstrative Scivices and the
Chief of Procurcment). These couferences will be abtended by the senior administra-
tive officer for each of the Offices of the, Agency, with his budget officer, per-
sonnel officer and supply officer. The conferences will cxplore those administra-
tive problems which have the most serious cffect upon the administration of the
Agency at the agency level., Such a series of, conforences will recult in an identifi-
cation of those problems which require resoluiion by simple procedural adjustments
and those in which training is required, The Office of Training will then be in a
position to design and put into cffect training programs to meet the requirements
for training indicated by thess confurences,

HUMAN RESOURCES PHOGRAM .
Purpose: To assist personnel with management and supcrvisory responsibilities to
make the best and fullest use of the individuals undor. their supervision by assist-
ing such personnel to approise their oun work methods, to comprehend the human
resources under their supervision, and to apply the simple, well-tricd concepts of
effective human relations within the framework of o systematically organized program,.

. . . s e . W H i
Status: It is plenned that o Human Rosources Program be established; to consist of
four I/E hour group mecetings with small groups of supervisors; & 1/2 hour interview
with each supervisor, and a follow=up one hour group mecting with the supcrvisors
approximately every six wecks for an indeiinite period, The program will be insti-
tuted slowly, officc by office, division b, division, until the necessary coverage
has becn achioveds The group meetings will be conducted by the Chief, Management
Training Division, 0/TR.

R—
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INTERNATIONAL LABOR RELATIONS SEMINAR

Pur osc of Scminar: To cxnlovc needs for upCblilC Lnform bion and techniques in
TCld of International labor relations and then to set up training programs to
mcrt specific training requirements as indicated,

Descrintion oi sepdnar:  The seminar is in the planning stage but will probably be
under way by‘oepttmb”r, It is planned that a scyie:s of seminars be held one after-
noon per week for three hours for eight cousccutive weeks, Bach meeting will focus
upon on¢ perecon or on & pa nel of persons broadly and intensively experienced in the
field of international lsbor, Such p@”sons will be brought into the Ageney on a

top lovel security clearance basis, These seminers will present the opportunity for
officers of the Agency to Lnturrogato r(COEHIZGd authoritics in internstional labor
relations, to sccure direction in their own thinking, =nd to reveal specific needs
for intensive training in this ficld.

Some of the instructor-consultants being processed for this seminar are:

T

BRIEFING OF OQUTGOING ATTACIES

Purpose of hp»ugz Briefings: The scrvice attrche gystom is an essential component
oF the Wational Tntfll1g<ncc Systemy it operates in dirvect support of not only the
Service Lepariments but also the CIA, , Congequently, there is o complex of informa-
tion concerning CIA and its relationship to the Scrvige Attache Systum that it is
essential to present to outgoing Service Attaches so that they may acquire the
knowledge necessary to onable thum and thoir respective departments to give maximum
support to CIL4 and to the Intelligence Advisory Committec in their joint responsi-
bility for the production of national intelligence,

Status: /TR conducted a survey of Oifice rwqalrement for briefing and found that
the Driefings given did not ncet those requircments. As a resalt of an 0/TR Staff
Study and 2 conference attended by represe nL¢tﬂvis of the AD's of the non-covert
Offices, the Office of Training hes rﬁucntlv been aas¢gued the T“bponhlallLtV for

the administration and coordination of Agency brwci1ngs of outgoing service attaches,
At the present time planning is under way to put into cffect an adequate Ageney
briefing program,
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